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Requesting Agency

DEPARTMENT OF MENTAL HIQZEKB

2. Division or Bureau of Requesting Agency

REHABILITATION

. 3. Authorization Requested (Check only one of the squares below).

1 Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

A.

B.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

HOSPITAL ADD CENTRAL OFFICE FZLB

Sleet 8|« z 11"
Datesi 1550 - -
Quantityt 1 drawer (2 cubic feet)
File Arrangement t Alphabetical by name or program or activity

This f i l e i s concerned primarily with the supervision of institu-
tional rehabilitation activity and program planning* Similar mater-
i a l i s also f i led In the General Fi le , Itam 2* The following general
categories of records are included in the f i les

Category A* Correspondence, nemos, worksheets (intra-offlce and with
institutional staff) concerned with rehabilitation

Statistical data on patient population.

RECOMMEHDATIONi RETAIN FOR THREE TEARS AND THEN DESTROY.

Category B. Correspondence and worksheets concerned wi th c a p i t a l
lnprcvuntuits planning*

Monthly repor t s r e c e i v e d from i n s t i t u t i o n s (Monthly
Reports o f R e h a b i l i t a t i o n Therapies and Education)

RBCOMMBHDATION. RETAIN FOR FIVE TEARS AMD THEN DESTROY.

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency,_Di vision or Bureau Representative

Chief, Division of Administration
and Finanrp 12/5/1960

Signature Title Date

^^Schedule Authorized as Indicated in Col. 6 by Hall of
^B^ecords Commission. '

12/7/1960 KW-OLy g>-
Date Archiv-st

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date Secretary //?,
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

A.

B.

3.

GEHERAL FILE

Sise: 8|» x 11°
Dates: l£$0 - -
Quantity* 3 drawers (6 cable feet)
File Arrangement: Alphabetical by name, subject, or type

of record
Annual Accumulation: 1 cubic foot (estimate)
Disposable Amount: 2 cubic feet (estimate)

The Oeneral File is easqaosed of the operating and informational
records maintained by the Director of Rehabilitation* Major cate-
gories of records in the file includes

Category A - Correspondence with professional organizations and
associations and agencies in other states

Correspondence concerned with internal administra-
tion—recruiting personnel, handling patients,
supervising institutional directors of rehabilita-
tion therapies

RECOMMENDATION: RBTAIH FOR THREE TEARS AND THEN DESTROY.

Category B - Monthly Reports - copies of reports to the Commission-
er of Mental Hygiene

RECOMMENDATION: RETAIN FOR FIVE TEARS AHD THEN DESTROY.

Reference material - newspaper clippings, publications, speeches,
reprints. This aaterial nay be considered

rd within the weaning of the statute
governing non-record Material (Article 1*1,
Section 179, Annotated Code of Maryland, 1957
Edition) and aay be destroyed when no longer
needed.

OflWKRAT- FILE (TESTING MATERIAL AHD waUBTHTATIOH THERAPY AT"

COURSE MATERIAL; •

Siaei 8|" z 11"
Sates: 1950 - -
Quantity: 1 drawer (2 cubic feet)
File Arrangeaent: By type of record
^nmyi^ fl««»i^«^nfrf^i i #»̂ V>̂ »̂ f o o t
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This iten i s considered to be part of the Oeneral File (Item 2)
described elsewhere on this iwrhff^ir. Specific categories ofOEC 11
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A*

B.

A Category: Hospital budget estimates and workpapero

Correspondence with institutions and the Comnissioner
of Mental Hygiene relating to routine matters and
studies undertaken which affect the rehabilitation
program.

Monthly machine tabulations of the results of rehabi-
litation courses (discontinued, no further accumula-

tion)

RECOMMENDATION» RETAIN FOR THREE TEARS AND THEN DESTROY.

B, Categoryt Monthly reports from institutions

RECOMMENDATION: RETAIN FOR FIVE TEARS AND THEN DESTROY.
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